
 

 

Spring Break Shutdown  

 
HELP SAVE ENERGY AND REDUCE COSTS BEFORE 
LEAVING FOR THE BREAK!  
• Keep the heat in and reduce greenhouse gas emissions by 

closing windows, blinds, and shutters and, if possible, turning 
down the thermostat. 

• You can also save energy by turning off unneeded electronics 
using the guide below. 

PC COMPUTERS & MONITORS 

TYPE OF 
COMPUTER END OF DAY CHECK LIST 

HOLIDAY BREAK CHECK LIST 

(Winter, Spring, Summer) 

Monitors · Power Off · Power Off 

Desktops · Log Off1 

· Do Not Shut Down2 

· Log Off  

· Do Not Shut Down 

Laptops 

· Log Off   

· Close Lid 

· Disconnect from AC/Charging/Docking power 

· (Put Laptops somewhere out-of-sight and safe) 

· Log Off 

· Shut Down 

· Charge battery to about 50% for long term storage 

· Disconnect from AC/Charging/Docking Power 

· (Put Laptops somewhere out-of-sight and safe) 

Laptops in Charging 
Charts 

· Log Off 

· Close Lid 

· Connect Laptop to Charging Cart 

· Plug Cart into Power & Turn on Cart 

· (Lock & Secure Cart if possible) 

· Log Off 

· Shut Down 

· Charge battery to about 50% for long term storage 

· Connect Laptop to Charging Cart 

· Leave Cart Unplugged & Turned Off 

· (Lock & Secure Cart if possible) 

Tablets 

· Log Off 

· Quick Press of the Power Button 

· Disconnect from AC/Charging/Docking Power 

· (Put Tablets somewhere out-of-sight and safe) 

· Log Off 

· Shut Down 

· Charge battery to about 50% for long term storage 

· Disconnect from AC/Charging/Docking Power 

· (Put Tablets somewhere out-of-sight and safe) 

 
 
 



MAC COMPUTERS 

TYPE OF 
COMPUTER END OF DAY CHECK LIST 

HOLIDAY BREAK CHECK LIST 

(Winter, Spring, Summer) 

Monitors · Power Off external monitors · Power Off external monitors 

Desktops · Log Off · Shut Down 

Laptops 

· Close Lid 

· Disconnect from Power 

· (Put Laptops somewhere out-of-sight and safe) 

· Charge battery to about 50% for long term storage 

· Shut Down 

· Disconnect from Power 

· (Put Laptops somewhere out-of-sight and safe) 

Laptops in Charging 
Charts 

· Shut Down 

· Plug Laptop into Cart 

· Plug Cart into Power & Turn on Cart 

· (Lock & Secure Cart if possible) 

· Charge battery to about 50% for long term storage 

· Shut Down 

· Plug Laptop into Cart 

· Leave Cart Unplugged & Turned Off 

· (Lock & Secure Cart if possible) 

iPads 
· No action required 

· (Put iPads somewhere out-of-sight and safe) 

· Charge battery to about 50% for long term storage 

· Power Off 

· (Put iPads somewhere out-of-sight and safe) 

iPads in Charging 
Carts 

· Plug iPad into Cart 

· Plug Cart into Power & Turn on Cart 

· (Lock & Secure Cart if possible) 

· Charge battery to about 50% for long term storage 

· Power Off 

· Plug iPad into Cart 

· Leave Cart Unplugged & Turned Off 

· (Lock & Secure Cart if possible) 

 

1 In all cases, ensure you save your files before Logging Off and/or Shutting Down your computer. 
1 District computers are required to be Powered On in order to receive important system and security updates throughout the night. Power management 
software installed on all district computers reduces power consumption when not in use. 
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